
CUTPL Meeting Room Reservation Form 

 
Date Needed___________________________ Start Time__________ End Time_____________ 

 

Organization ___________________________________________________________________ 

Is this a non-profit or governmental agency? [ ] Yes [ ] No   Do you live within Union Township? [ ] Yes [ ] No 

 

Purpose of Meeting ______________________________________________________________ 
 

Deposit required at time of reservation, refundable when room is found in good condition following the 

event: $_____________________Donation amount: $________________ 
 

Name of the Event: ___________________________________________________________________ 

 

Authorized Representative: ________________________________ Phone________________________ 

 

Address: __________________________ City: ______________ State: ____ Zip__________________ 

 

Email Address: _______________________________________________________________________ 

 

Number of Attendees: _______________ 

 

Will you need tables? [ ] Yes [ ] No      If Yes,   Number: _____________ 

 

Will you need chairs? [ ] Yes [ ] No     If Yes,   Number: _____________ 

 

Will you need DVD/Blu-ray player?  [ ] Yes [ ] No                 Will you need LCD Projector? [ ] Yes [ ] No              
 

Please Note: You are responsible for setting up and tearing down the room.  

Is this a onetime meeting? [ ] Yes [ ] No If no, how often will you need the room? _____________________ 

 

Is the meeting open to the public? [ ] Yes [ ] No 

 

May we list your event on our web page? [ ] Yes [ ] No 
 

I, the undersigned, have read the Culver-Union Township Public Library Use of Rooms Policy and agree 

to comply. I agree to be responsible to the Library for the use and care of Library property and facilities 

and I understand that includes payment for any damages to Library property occurring during or in 

connection with the meeting.  
 

Signature of Applicant: _____________________________________ Date: ________________ 
 

APPROVED BY: _________________________________________ Date: ________________ 

 

PLEASE NOTE: Your reservation is not confirmed until this form has been approved and you have paid the 

deposit if required. The Culver-Union Township Public Library Board of Trustees neither endorses nor 

denounces the viewpoints of any organization which uses the Library meeting rooms. 
----------------------------------------------------------------------Staff use only------------------------------------------------------------ 

Deposit paid (amount):__________________ Date:  ______________   Staff Initials: _______________ 

Room left in good condition:_________________ Staff Initials:___________________ Room assignment: ___________ 

Deposit returned: ______________________ Date: __________________ Staff Initials: ________________ 

  



POLICY 
Subject:  Use of Rooms Policy for Non-Library Sponsored Activities 

Approved By: Board of Library Trustees 

Approval Date: 2002, December 2009 

Effective Date: 2002, Feb. 16, 2010, Oct. 11, 2011, Apr. 15, 2014, Jan. 1, 2016, July 16, 

2019 

New (  )  Revised (X)   Reviewed (X)    

______________________________________________________________ 
 

A major goal of the Culver-Union Township Public Library is to provide for the informational, cultural, and 

educational needs of the public it serves. Meeting rooms are provided with the expectation that they will be used 

to accomplish this goal.  Meeting rooms will be available to groups in the community regardless of the beliefs 

and affiliations of their members and the following restrictions apply in the use of the meeting room: 

 
The Library provides the following public meeting rooms/areas for use by groups in the community: 

 

• North Meeting Room  Maximum Capacity:  200 people 

• Carnegie Room   Maximum Capacity:  144 people 

• Small Meeting Room  Maximum Capacity:  20 people 

• Youth Craft Area   Maximum Capacity:  20 people 

• Reference Quiet Study Area Maximum Capacity:  20 people 
 

 

 Meeting rooms are available only during the Library’s regular operating hours. 

 The meeting room will generally be reserved for groups of 5 or more people. However, at the discretion 

of the Director, a room may be reserved ahead of time for a group of fewer than 5 people. Private use of 

the room by 1-3 persons is permitted if a walk-in patron requests a room that very day, and a room is 

available. A Private Use Form (see attached) must be filled out.  

 Buying, selling, and advertising of products or services are permitted on library property only in support 

of the library, or by special permission of the Library Board. 

 The intentional displaying of firearms is prohibited at CUTPL meetings except by law enforcement 

personnel. 

 Library programs take precedence in scheduling the meeting room. The library reserves the right to change 

or cancel reservations. 

 Smoking is not permitted anywhere on Library premises.  

 No alcohol is permitted anywhere on Library premises. 

 The Library’s North Meeting Room has limited kitchen facilities. 

 

Tentative reservations may be made by phone. A written Room Reservation Form (see attached) must be 

completed by the official representative of the group who assumes responsibility for use of the room. 
 

 A monetary donation to CUTPL is appreciated. 

 $25 deposit is required at time of reservation for social events e.g., receptions, parties, 

memorials, reunions etc., refundable when the room is found in good condition following the 

event or you can choose to donate the amount to the Library. 

 Deposits will be returned if the group cancels the reservation. 

All organizations with standing annual reservations need to fill out a new Meeting Room Application before 

January 1 of the forthcoming year. 

 



The meeting room will not be scheduled until the deposit (if applicable) is paid. Any damages that occur as a 

result of the group using the meeting room may also be billed to the representative who took responsibility for 

the room.   

 

Each group takes full responsibility for any damages incurred from their use of the meeting room facilities. Abuse 

of the facilities or non-payment for any cleaning fees or damages will be sufficient cause to deny further use of 

the room. Each group is responsible for leaving the room as it was upon the group's arrival.  

Note: A broom and Clorox wipes will be available in the staff room for cleanup: ask staff for the supplies. Use of 

your own table coverings are required when glue or any paints or markers are used. No candles permitted; no 

exceptions. Trash should be bagged and put into the Library’s dumpster.  

 

The Library Director will oversee the supervision of meeting room use and interpret these policies. Any questions 

of policy will be forwarded to the full library board. Failure to comply with these regulations or the directives of 

the designated representatives of the Library will result in denial of the group’s subsequent use of the Library 

meeting rooms. The Library Board shall have the right to waive the regulations without notice whenever it is in 

the best interest of the library or the community to do so. The Library Board neither endorses nor denounces the 

viewpoints of any organizations which use the meeting rooms. No admission charge may be made at any function 

at the Library with the exception of membership dues and/or regular fees to cover cost of materials or speakers 

when applicable. 
 

Revocation and Refusal of Authorization of Use:  In summary: use of library meeting rooms may be prohibited 

or terminated at any time if the activity or conduct planned or occurring in the facility is or is deemed to be 

disruptive, or interferes with library patron use of the library facilities for library purposes or is disruptive or 

interferes with library staff in their service to patrons.  The privilege of using Library meeting rooms will not be 

granted or will be revoked if the activities or intended activities of the meeting room users negatively impact 

normal operations in any of the following ways: 

 

 The meeting is conducted in a noisy, disorderly or inflammatory manner. 

 The size of the meeting presents personal safety or building security issues, or creates an undue parking 

demand on library lots or the surrounding neighborhood. 

 The activities of meeting room users disrupt or will be disruptive to other library patrons’ use of library 

facilities, or distract or will be distracting to library staff in the performance of their duties. 

 The meeting room users neglect to pay all required fees, or neglect to pay for damages to the meeting 

room. 

 The meeting room users neglect to leave the room and tables, chairs and equipment in the condition 

in which it was found. 

 There is any violation of Library policy. 

 There is intentional display of firearms except by law enforcement personnel. 

 A group fails to show for a scheduled meeting without 24 hour prior notification. 

 

By signing the Meeting Room application, the Organization and its Authorized Representative agree to pay for 

any damages to Library property; the Library Board and the Director will access the actual dollar cost of the 

damage for replacement or repair of Library property and the Organization and its Authorized Rep. will be 

responsible for that amount of money. 

 

Indemnification:  Organizations or individuals using meeting rooms shall indemnify and hold harmless the Culver 

Union Township Public Library and its officers, directors, agents and employees from and against all losses, 

damages, claims, costs and expenses arising from injury or death of any person(s), or damage to property resulting 

from any act or omission of such users or their employees, agents, representatives, guests, invitees, or the general 

public to the extent that such losses, damages, claims, costs, and expenses arise in connection with or relate to the 

organization’s or individual’s use of the facility. 

 



Applications will be reviewed by the Director and if approved, the meeting will be scheduled. The library reserves 

the right to relocate, cancel or postpone meetings depending on room demand, availability, and group size.  

 

CUTPL is not responsible for the security of personal items left unattended in the Library and we are unable to 

store a Group or Organization's items or belongings in the Library. 


